
Exhibits

Exhibit 212.2
PS Form 820, Ranking of Position Request  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22

Exhibit 354.215a
Veterans’ Preference for Retired Military. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 48

Exhibit 354.215b
Officer Personnel by Pay Grades and Titles (Ranks). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 49

Exhibit 412.1b
Position Groups Eligible for Supervisory Differential Adjustment Rate
(effective January 22, 2005)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 82

Exhibit 418.1
Equivalent Grades . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 93

Exhibit 421.7
Rate Schedule Summary and References  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 104

Exhibit 421.81
Higher Level Pay
Effective November 20, 1999  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 104

Exhibit 421.82
Promotional Increase  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 105

Exhibit 422.123a
Promotion Chart — PS Schedule 1 to PS Schedule 2 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 113

Exhibit 422.123b
Promotion Chart — PS Schedule 2 to PS Schedule 2 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 116

Exhibit 422.13
Bargaining Unit Step Increase Waiting Periods  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 123

Exhibit 432.62
Guaranteed Time Pay Eligibility Table. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 165

Exhibit 434.141a
Postal Overtime Pay Eligibility Table . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 171

Exhibit 434.141b
FLSA Overtime Pay Eligibility Table  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 172

Exhibit 434.141c
Penalty Overtime Pay Eligibility Table . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 172

Exhibit 434.2
Night Differential Pay Eligibility Table . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 174

Exhibit 434.3
Sunday Premium Pay Eligibility Table . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 176

Exhibit 434.52
Holiday-Worked Pay Eligibility Table. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 180
December 2012 cv



Exhibits
Exhibit 434.614
Computing Out-of-Schedule Premium Hours. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 182

Exhibit 434.621
Out-of-Schedule Premium Pay Eligibility Table  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 183

Exhibit 434.8
Pyramiding of Premiums . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 186

Exhibit 436.73a
Interest on Back Pay Decisions. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 197

Exhibit 436.73b
Interest on Back Pay Settlements . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 197

Exhibit 438.13
Eligibility for Travel Time Compensation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 202

Exhibit 452.22
Sample Letter of Debt Determination — Nonbargaining. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 219

Exhibit 452.233
PS Form 3239, Payroll Deduction Authorization to Liquidate Postal Service Indebtedness  . . . . . . . 223

Exhibit 452.322
Sample Notice of Involuntary Administrative Salary Offsets. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 228

Exhibit 453.21
Sample Letter of Salary Offsets Based on Federal Court Judgment  . . . . . . . . . . . . . . . . . . . . . . . . . 238

Exhibit 491.1
Service Recognition and Incentive Awards  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 253

Exhibit 473.1
Service Awards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 259

Exhibit 493.27a
Sample Letter of Appreciation — Employee With 25, 30, 35, 40, or 45 Years of Service  . . . . . . . . . 262

Exhibit 493.27b
Sample Letter of Appreciation — Employee With 50 Years of Service. . . . . . . . . . . . . . . . . . . . . . . . 263

Exhibit 493.351a
Sample Letter of Appreciation — Retiring Employee With Less Than 50 Years of Service . . . . . . . . 267

Exhibit 493.351b
Sample Letter of Appreciation — Retiring Employee With 50 or More Years of Service . . . . . . . . . . 268

Exhibit 495.1
Formal Awards  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 270

Exhibit 496.1
Special Awards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 278

Exhibit 497.1
Other Awards  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 282

Exhibit 497.22
Ideas Program Awards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 283

Exhibit 498.1
Inspection Service Awards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 285

Exhibit 512.232
Wars, Campaigns, and Expenditions of the Armed Forces Since 1937 . . . . . . . . . . . . . . . . . . . . . . . 294
cvi ELM 33



Exhibits
Exhibit 512.312
Accrual and Crediting Chart for Part-Time Career Employees . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 299

Exhibit 514.4
Acceptable Reasons and Instructions for LWOP . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 323

Exhibit 516.11
Absences for Court-Related Service. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 333

Exhibit 521.423
Certification of Foster Children . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 364

Exhibit 523.62
Statement by Former Spouse Regarding FEHB Coverage Under the Spouse Equity Act . . . . . . . . . 375

Exhibit 525.132
PS Form 202, Health Benefits Refund Payment Authorization . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 396

Exhibit 525.142
Transfer of FEHB Enrollment to OWCP. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 398

Exhibit 525.422
Memorandum About FEHB Enrollment. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 406

Exhibit 531.3
Exclusions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 418

Exhibit 547.55
PS Form 2562, Injury Compensation Program — Notice of Potential Third Party Claim . . . . . . . . . . 484

Exhibit 547.57a
Sample Letter A, Notice to Attorney of Government’s Lien  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 488

Exhibit 547.57b
Sample Letter B, Request for Status and Transmittal of Information . . . . . . . . . . . . . . . . . . . . . . . . . 489

Exhibit 547.57c
PS Form 2556, Third Party Statement of Recovery  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 490

Exhibit 547.58a
Sample Letter C, Notice to Employee of Government’s Lien . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 492

Exhibit 547.58b
Sample Letter D, Notice to Third Party of Government’s Lien . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 493

Exhibit 547.58c
PS Form 2557, Employee’s Third Party Recovery Statement. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 494

Exhibit 547.59a
Sample Letter E, Request for Information from Employee and Notice of Government’s Lien . . . . . . 497

Exhibit 547.59b
PS Form 2559, Third Party Claim — Information Request . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 498

Exhibit 547.59c
PS Form 2577, Assignment of Claim to the USPS . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 499

Exhibit 547.59d
PS Form 2560, Referral of Third Party Material  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 500

Exhibit 547.59e
Sample Letter F, Notice of Assignment of Postal Employee’s Claim and 
Request for Settlement . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 501
December 2012 cvii



Exhibits
Exhibit 547.73
Sample Letter G  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 505

Exhibit 547.83
Third Party Court Appearance Sheet  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 507

Exhibit 567.16
Conditions for Termination, Restoration, or Changes in Survivor Annuity . . . . . . . . . . . . . . . . . . . . . 549

Exhibit 567.18
Election by Annuitants and Resultant Survivor Annuities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 550

Exhibit 615.34
Sample Constitution . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 629

Exhibit 615.35
Sample Bylaws . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 630

Exhibit 615.5
Instructions for Keeping Records and Files for the Employee Social 
and Recreational Committee. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 635

Exhibit 615.62
PS Form 3241, Statement of Receipts and Disbursements 
(Employee Social and Recreational Funds). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 638

Exhibit 637.1
Idea Proposal Processing Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 655

Exhibit 743.1
Roles and Responsibilities  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 723

Exhibit 743.2
Nonpostal Training Application Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724

Nonpostal Training Application Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724

Exhibit 743.43
Continued Service Agreement and Certification Statement . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 726

Exhibit 925.1
PS Form 1188, Cancellation of Organization Dues From Payroll Withholdings . . . . . . . . . . . . . . . . . 820
cviii ELM 33


	ELM 33
	Employee and Labor Relations Manual
	December 2012
	 
	Exhibits


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


	Blue (Left Button): 
	Red (Right Button): 


